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5, whis mencrendamm estebliches policy governing sraining gotivities
tinge ail mexbers of the Personpei Coreer Service (thc-se individuels
with PE Caresy Decignacions). It aieo esbeblishes procedures to govern
sraining aobivities affecting weshers of whe Personuel Career Service who .

i 4 oo positions in the Personoel O0ffice and TO sexve o5 & Fulde
_obivities atfectlng such persns who ave assipgned to obber
Training aebivities a8 Qoverce herein are those plapned in-
riven olther on or off the Joo ior the purposs of incressing en-~

e following principles will govern treiping activities of whe

TEer Servies
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wesn individuad will be glven opportunity to develop his

e N e B

sties b0 the mawimum exbent thal can be used within the Peroon-

~.  Desential training will be provided to ensblic eacsh ipdividusd

ry meat Che nindman requiremeiis of his position. Such training will
mmpLeshed, when pracoleghle, pefore sn in@ividual i gsoigned 1o
senining oy olso be giveo Lo lTprove an individuaeite elffeciive-
in Wis current essigoment ox LD prepere him Tor & definite fulwye

nasiprment.

4.  eelining wvild be conducted ©o mest identified poedy and ori-
nrity will be glven vhose sraining netivities vhich are most signifl-

cand to the imsediate reguirements of the Persomnel Coreer forvice.

¢. Traloing pesds will be med turough on-the-job training vie
1ops they can be met more erfectively or economlcally through treining
waich requires the individusl's sbsence from his assigned dutles.

£, ERach individual will be encouraged to develop hig ebllities
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13} Orpardzing ond comdueting on-the-job training.

{5y Initiating swvongouents for suhordinstes to perticipete
i tralning echbivities conducted beyond their Jurlsdictions, when
nriatae.

if;‘;_} Evaluabing the effoctiveness of treining acktivities in
welatlon to the vegulvements of thelr organlzgbions.

. ‘he Persoppel OfTice Traindng OTvicer

" the Persoavel Director the Perscmnel 0ffice
respousible Por:

shes? edvice ool nosigrvance to the Persomel
tmm;,l Caveey Service Beard regearding all
reoting nenvbers of the Pevsomnel Career Service.

5) croriinebing treining sctivities of the Personnel Caveer

el Caveloping wewm} sraining objectives and reguire-

{3} pArcertalning the avallebility of training resources
“W,a,::aisl,, Shrowsh toe Offlce of Teoadning.

. oradng division and stoff chiefs in the Personnel
OfTics, ani syoropriste officiels in other Agency components, con-
eara : bradiving opooriunitias for which members of the Personnel
Gaeriee mr FEPLY

4 Foviowing il reguests for brainiog; epproving or dis-
soprovipg reoucsts invelving less Shap two weeks sbsence from
assigned dubies or The expenditure of funds; snd, forwarding
other reguests with recommendetions to the Eemmm.el DPirector for

eopsidorabion.

iing the 0fflce of Praining with the nemes of Chose
fm»as; & f;;:é,’ 'i;‘ne Eerw nel Coreer SBervice who will perticipate in
weney-gponsored troining progrens.

{7) Yainteining eppropriste records of training sctivities.

{8) Preporing guarteriy reports on training received by
nenbers of the Persomnel Caresr Service.
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sonnel OFTlee sstimate of

iy Froooduresn

a. A Teaining Reauest {see ethached form) will be initiated in
fuaplicate by an individusl or his supsrvisor whep it is desired that
the individual teke any treining other then on-the-Jjob training. If
Smcevrity Office spproval is reguired, this foym must be completed in
quadrusiicste {see CIA Reg. [ {the purpose of requiring cowple-
o oF & Tealndng Reguest when ap individuel desires 0 take cowrses
wheuation on hle own tine and et his oun expense is to obtain se-
¥ elesrences for such sebion. No sueh yeguests will be refused
the Personnel Office,. snd the individusl wlll thus be relisved
nEcRssity for any m.rthaz‘ gotlon o ohiain the decurity Office
. The veguest will be sudwmitted through the appropriste
S e division ehiaf to the Prersomiel Office Training Officer.

h. @hoen s decision on & Training Regnest bas been made (in ac-
rdsnce with peregraph 3.0.{%9) above), the Pevsconel Office Training
gicny wills

{13 ¥Wobe approval or @lsepprovel om all copiee of the
Craining Reaquesh.

Beturn the origipel copy of the Tradning Reguest o the
thvengh spproprlate channels.

if the 'i’ *a,inm ;&rﬁ.x s is denled, forwavd a copy for
the

{43  If the Praining Reguest is approved:
{a) Frecute ouy sdditionel forms regquived.

{h) FHold the Tralping Request until he rveceives
wrltben verdficebion of the individusl's sbandourent or
' completion of the training.

{¢}) Discuss eveluatica of the individual's training
with hle supervisor.

{4 Povward the Treaniviog Reguest togetber with the
veibben verificablon of ftysiving for inclusicon irn the in-
fividual's QfTiclinl Paracynal Folder.

5. Mesbers of the Persouncl Caresy 3ervice sve responsible for re-
socbing all training they tahke on the fivst Perscnnel Eveluaticu Report
which they mibmit sftex the traiming is completed.

Attachment Acting Personne. recuor
Training Reguest Form
. 3 -
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